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REVISED COURIER RECETPT EVAIUATION CHART

Present Change Plus Factors Minus Factors
Make out separately l¢ One writing aceomplishes 1. Frrors of entry will be likely with cne entry le HNone
1. Originating Office 81l four funetions thin with four.
2. Identical log data for each transastion will be
earried in both the Originating and Reeelving
Offices.
3. A minimus overzll saving of 5.5 mimutes for each <
eompleted tramsaction will be realized for a
total of better tham 27.7 man years.
lie Prosessing through Mail Rooms will be a routine,
uninterrupted procedure that will speed-up
mail gservice at less ecat, Courisr Receipts
will not have to be prepared or envelopes
sddressed. This factor will make it possille
in the larger, more astive mail rooms, to
rerlize an subgtemtial man-hour saving.
1. A log Book or Card 1. Nobt necessary . le Savings in ecost of Log Books or Cards. However, le 4 3"x5" ercss-aeetion
must be provided far this will be off~sed by the need to secure tray or file umst be
some Originating and 3uxSH file treys for the Log Slipme provided in offices aor
Receiving Offices. using the log book o
eard, The sentral
Courier Reeeipt fil
and offices now using
i the document eomtrol
N forms for Log Records
already have I"x5" iray
1. A dogument number eoB~ 1s To be eliminated 1. A savings in "comirol mmber entry time" in the l. ¥ome.

trol is maintained by
" gach Origimating Offiee

log Record Book. Although the time savings
element iz small per satry, the savings becomes
mbstantial when sultiplied by the total numbef
of treasactioni.
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Present Change Plus Faetors ¥inus Faetors
le ¥ot pro-mumbered ls The mew forms will be 1, The revised, pre-numbered, form makes le The question cun be
pre-mumbered for identi- identd fication positive at three points, raised that tihere will
Pieation purposes. Haech Originating Office, Receiving Offics, be no way to cheek
transastion will have a and Cemtral Courisr Receipt File. “gaps in log entries.
non~reeurring mumsber. Tracing time (when needed) will be eut This point has doubiou:
by mamy hours and a more positive value, When the numbe;
identifiecation. of hand earried doeu-
2+ The present intermal eonfrol number wents are eonsidered
3 ' iz not usually emtersd on other that pass through witk
I doeuments of record comsistantly, no entry getilng on the
sueh a8, Courier BMeeslipt or Reeeiving log resord book.

log Reeord. This aukes trasirg a
lost transsetion latoricus and costly
in man~hours. Also, identiffestion
at points of eontact is not always .

pg?siblﬂo
Summary of Plus Faetars

T. use yoar savimg in the use of the revised fora (less time of filing) 3. The eost of log Record Pooks or Cards will be eliminated. The
27.7 man years., Translating this inte dollsr saviags @ §3,670.00 savings will be partially off-sed by scquisition of 3"x5" trays
yearly salary - $101,666 far the new log Tesard. Actugl savings not estimated.

2. The rreparation of the Courier Reeeipt and address Label at the e The slimination of the need to maintain a mumber comtrol will
originating source of the doeument will stream line wail room bring further mea-hour savings. Aetual saviegs not estimated.
operation in the larger offises. Mail will elear faster. The Se The pre-mumbered form will provide a more positive means of

. delays csused through the neesssity of asking out eourier recelipts identifieation at three record contast points when necessary

| and addressing envelopes will no longer exist. The amount of te traee dowm 3 trassaection. Aetnsl savings mot estimated.

dollar savimgs is debateabls, however, it is believed it should
exceed $10,000,00

Minus Faetors are practically nomeexistant.

Consideration must be givem to the difference in imitial eost - 85,215,410, However, this figure becomss a megative factor when weighed
against the estimated yearly savings of $101,666.

Rew Coat <= 630,000 sets = $6,161.40
0ld Cost =~ 945,00
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REVISED FORM NO, 240

COURIER RECEIPT AND LOG RECORD

The estimated dollar saving to be realized is based on the
following figures:

OLD , NEW
Preparation - Minutes Preparation - Minutes
{ourier Receipt 1.5 Courier Receipt, log
Orig, Office lLog 2.5 and sddress 2.0
Recelving Office Log 2.5
Eovelope address 1.0 7
Total Tive 7.5 ) 2.0

Estimeted opereting savings for eamch transaction 5.5 minutes.
Estimated one year supply of forms 630,000.

630,000 X 5.5 = 27.7 wan yeara

#3670 (685) X 27.7 = $101,666 savings

Other sgvings are fore-seen but not eatimated.
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REVISED COURIER RECEIPT EVALUATION CEART

Present Change Plus Factors Minug Factors
Make out separately 1. One writing accomplishes 1. Errors of entry will be less likely with one entry than with 1. None,
1. Originating Office all four functions. four.
Log 2, Identical log data for each transaction will be carried in
2. Receiving Office both the Originating and Receiving Offices.
Log 3, A minimum cverall saving of 5 minutes for each completed
3, Courier Receipt transaction will be realized for a total of better than 227
I, Address Label man years.
. Processing through Mail Rooms will be a routine, uninter-
‘ rupted procedure that will speed-up mail service at less
cost. Courier Receipts will not have to be prepared or
envelopes addressed, This factor will make it possible in
the larger, more active mail rooms, to realize an sub-
stantial man-hour saving.
1. 4 Log Book or Card must 1, Not necessary. 1, Savings in cost of Log Books or Cards, However, this will 1, A 3"I5" cross-section
be provided for some be off-set by the need to secure 3"X5" file trays for the tray or file must be
Originating and Receiv- Log Slips. provided in offices

ing Cffices,

now using the log book
or card. The central
Courier Receipt file
and offices now using
the document control
forms for Log Records
already have 3"X5" tray.

1. \l document number con- 1, To be eliminated. 1., A savings in "control number entry time" in the Log Record 1, HNone,.

trol is maintained by Book, Although the time savings element is small per entry,
each Originating Office, the savings becomes substantial when multiplied by the total
number of transactions.

1. Not pre-numbered, . 1, The new forms will be 1. The revised, pre-numbered, form makes identification positive 1, The question can be
pre-nunbered for identi- at three points - Originating Office, Receiving Office, and raised that there will
fication purposes, Each Central Courier Receipt File., Tracing time {when needed) will be no way to check "gap:
trensaction will have a be cut by many hours and a more pogitive identification. in leg entries, This
non-recurring number, 2. The present internal control number is not usually entered on point has doubious

other documents of record consistantly, such as, Courier Re-
ceipt or Receiving Log Record. This makes tracing a lost trans-
action laboricus and cestly in man-hours. Also, identification
at points of contact is not always possible,
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value, When the mumber
of hand carried docu-
ments are considered th
pass through with no

entry getting on the lo
record"book?" ¢
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Summary of Plus Factors '

T, Man year saving in the use of the revised form (less time of filing) 3, The cost of Log Record Books or Cards will be eliminated, The
22,7 man years. Translating this into dollar savings@ $3,670.00 savings will be partislly off-set by acquisition of 3"K5" trays
yearly salary - #83,309.00. for the new log record. Actual savings not estimated,

2, The preparation of the Courier Receipt and address Label at the L. The elimination of the need to maintain a mmber control will
originating source of the document will stream line mail room . bring further man-hour savings, Actual savings not estimated.

. operation in the larger offices, Mail will clear faster. The S, The pre-mmbered form will provide a more positive means of

l delays caused through the necessity of making out courier receiptis

identification at three record contact points when necessary to
and addressing envelopes will no longer exist, The amount of trace down a transaction, Actual savings not estimated,
dollar savings is debateable, however, it is believed it should ,
* exceed $10,000,00.
Winus Factors are practically non~existant.

Consideration must be given to the difference in initial cost --- 55,215,10. However,

this figure becomes a negative factor when welghed
against the estimated yearly savings of $83,309

New Cost - 630,000 sets = $6,161,40
01d Cost - 945.00

Difference 5,215,140
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